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SUBCHAPTER A—INTRODUCTION

PART 300–1—THE FEDERAL TRAVEL
REGULATION (FTR)

Sec.
300–1.1 What is the FTR?
300–1.2 What is the purpose of the FTR?

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR, 1971–1975 Comp., p. 586.

SOURCE: 63 FR 15951, Apr. 1, 1998, unless
otherwise noted.

§ 300–1.1 What is the FTR?
The FTR is the regulation contained

in 41 Code of Federal Regulations
(CFR), Chapters 300 through 304, which
implements statutory requirements
and Executive branch policies for trav-
el by Federal civilian employees and
others authorized to travel at Govern-
ment expense.

§ 300–1.2 What is the purpose of the
FTR?

There are two principal purposes:
(a) To interpret statutory and other

policy requirements in a manner that
balances the need to assure that offi-
cial travel is conducted in a respon-
sible manner with the need to mini-
mize administrative costs;

(b) To communicate the resulting
policies in a clear manner to Federal
agencies and employees.

PART 300–2—HOW TO USE THE FTR

Subpart A—General

Sec.
300–2.1 What formats exist in the FTR?

Subpart B—Question and Answer Format

300–2.20 What is the purpose of the question
& answer format?

300–2.21 How is the rule expressed in the
question & answer format?

300–2.22 Who is subject to the FTR?
300–2.23 How is the user addressed in the

FTR?

Subpart C—Title and Narrative Format

300–2.70 How is the rule expressed in the
title and narrative format?

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR 1971–1975 Comp., p. 586.

SOURCE: 63 FR 15951, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General

§ 300–2.1 What formats exist in the
FTR?

The FTR is written in two formats—
the question & answer format and the
title and narrative format.

Subpart B—Question & Answer
Format

§ 300–2.20 What is the purpose of the
question & answer format?

The Q&A format is an effective way
to engage the reader and to break the
information into manageable pieces.

§ 300–2.21 How is the rule expressed in
the question and answer format?

The rule is expressed in both the
question and answer.

§ 300–2.22 Who is subject to the FTR?
Employees and agencies. Since the

user may be an employee or an agency,
portions of the FTR have been sepa-
rated into employee and agency sec-
tions. However, while the employee
provisions are addressed to the em-
ployee, the rules expressed in those
provisions apply to the agency as well.
The following lists the relevant em-
ployee and agency sections of the FTR:

For The employee provi-
sions are contained in

And the agency provi-
sions are contained in

Chapter
301.

Subchapters A, B, and
C.

Subchapter D.

§ 300–2.23 How is the user addressed
in the FTR?

The FTR asks questions in the first
person, as the user would. It then an-
swers the questions in the second and
third person. In the employee sections,
the employee is addressed in the sin-
gular, and in the agency sections, the
agency is addressed in the plural. The
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following describes how employee and
agency are addressed in both sections:

When you are in the And you are looking at a The employee is referred to
using

And the agency is re-
ferred to using

Employee section ............................... Question ..........................
Answer ............................

I, me, or my ..............................
You or your ...............................

Agency.
Agency.

Agency section ................................... Question ..........................
Answer ............................

Employee ..................................
Employee ..................................

We, us, or our.
You or your.

Subpart C—Title and Narrative
Format

§ 300–2.70 How is the rule expressed in
the title and narrative format?

The rule is in the narrative. The title
serves only as a tool to determine the
subject of the rule.

PART 300–3—GLOSSARY OF TERMS

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR, 1971–1975 Comp., p. 586.

§ 300–3.1 What do the following terms
mean?

Actual expense—Payment of author-
ized actual expenses incurred, up to the
limit prescribed by the Administrator
of GSA or agency, as appropriate. Enti-
tlement to reimbursement is contin-
gent upon entitlement to per diem, and
is subject to the same definitions and
rules governing per diem.

Approved accommodation—Any place
of public lodging that is listed on the
national master list of approved ac-
commodations. The national master
list of all approved accommodations is
compiled, periodically updated, and
published in the FEDERAL REGISTER by
FEMA. Additionally, the approved ac-
commodation list is available on the
U.S. Fire Administration’s Internet
site at http://www.usfa.fema.gov/hotel/
index.htm.

Automated-Teller-Machine (ATM) serv-
ices—Government contractor-provided
ATM services that allow cash with-
drawals from participating ATMs to be
charged to a Government contractor-
issued charge card.

Common carrier—Private-sector sup-
plier of air, rail or bus transportation.

Conference—A meeting, retreat, semi-
nar, symposium or event that involves

attendee travel. The term ‘‘conference’’
also applies to training activities that
are considered to be conferences under
5 CFR 410.404.

Continental United States (CONUS)—
The 48 contiguous States and the Dis-
trict of Columbia.

Contract carriers—U.S. certificated air
carriers which are under contract with
the government to furnish Federal em-
ployees and other persons authorized
to travel at Government expense with
passenger transportation service. This
also includes GSA’s scheduled airline
passenger service between selected U.S.
cities/airports and between selected
U.S. and international cities/airports
at reduced fares.

Employee with a disability (also see
Special Needs)—

(a) An employee who has a disability
as defined in paragraph (b) of this defi-
nition and is otherwise generally cov-
ered under the Rehabilitation Act of
1973, as amended (29 U.S.C. 701–797b).

(b) ‘‘Disability,’’ with respect to an
employee, means:

(1) Having a physical or mental im-
pairment that substantially limits one
or more major life activities;

(2) Having a record of such an impair-
ment;

(3) Being regarded as having such an
impairment; but

(4) Does not include an individual
who is currently engaging in the illegal
use of drugs, when the covered entity
acts on the basis of such use.

(c) ‘‘Physical or mental impairment’’
means:

(1) Any physiological disorder or con-
dition, cosmetic disfigurement, or ana-
tomical loss affecting one or more of
the following body systems: neuro-
logical, musculoskeletal, special sense
organ, respiratory (including speech or-
gans), cardiovascular, reproductive, di-
gestive, genitourinary, hemic and lym-
phatic, skin, and endocrine; or
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(2) Any mental or psychological dis-
order (e.g., mental retardation, organic
brain syndrome, emotional or mental
illness and specific learning disabil-
ities).

(3) The term ‘‘physical or mental im-
pairment’’ includes, but is not limited
to, such diseases and conditions as cer-
ebral palsy, epilepsy, muscular dys-
trophy, multiple sclerosis, cancer,
heart disease, diabetes, mental retar-
dation, emotional illness, and ortho-
pedic, visual, speech and hearing im-
pairments.

(d) ‘‘Major life activities’’ means
functions such as caring for oneself,
performing manual tasks, walking, see-
ing, hearing, speaking, breathing,
learning and working.

(e) ‘‘Has a record of such an impair-
ment’’ means the employee has a his-
tory of, or has been classified as hav-
ing, a mental or physical impairment
that substantially limits one or more
major life activities.

(f) ‘‘Is regarded as having such an im-
pairment’’ means the employee has:

(1) A physical or mental impairment
that does not substantially limit major
life activities but the impairment is
treated by the agency as constituting
such a limitation;

(2) A physical or mental impairment
that substantially limits major life ac-
tivities as a result of the attitudes of
others toward such an impairment; or

(3) None of the impairments defined
under ‘‘physical or mental impair-
ment’’, but is treated by the employing
agency as having a substantially limit-
ing impairment.

Family (see Immediate family)
Foreign air carrier—An air carrier who

is not holding a certificate issued by
the United States under 49 U.S.C. 41102.

Foreign area (see also non-foreign
area)—Any area, including the Trust
Territories of the Pacific Islands, situ-
ated both outside CONUS and the non-
foreign areas.

Government aircraft—Any aircraft
owned, leased, chartered or rented and
operated by an executive agency.

Government contractor-issued individ-
ually billed charge card—A Government
contractor-issued charge card used by
authorized individuals to pay for offi-
cial travel and transportation related

expenses for which the contractor bills
the employee.

Government-furnished automobile—An
automobile (or ‘‘light truck,’’ as de-
fined in 41 CFR 101–38 including vans
and pickup trucks) that is:

(a) Owned by an agency,
(b) Assigned or dispatched to an

agency from the GSA Interagency
Fleet Management System, or

(c) Leased by the Government for a
period of 60 days or longer from a com-
mercial source.

Government-furnished vehicle—A Gov-
ernment-furnished automobile or a
Government aircraft.

Government Transportation Request
(GTR) (Standard Form 1169)—A Govern-
ment document used to procure com-
mon carrier transportation services.
The document obligates the Govern-
ment to pay for transportation services
provided.

Immediate family—Any of the follow-
ing named members of the employee’s
household at the time he/she reports
for duty at the new permanent duty
station or performs other authorized
travel involving family members:

(a) Spouse;
(b) Children of the employee or em-

ployee’s spouse who are unmarried and
under 21 years of age or who, regardless
of age, are physically or mentally in-
capable of self-support. (The term
‘‘children’’ shall include natural off-
spring; stepchildren; adopted children;
grandchildren, legal minor wards or
other dependent children who are
under legal guardianship of the em-
ployee or employee’s spouse; and an
unborn child(ren) born and moved after
the employee’s effective date of trans-
fer.);

(c) Dependent parents (including step
and legally adoptive parents) of the
employee or employee’s spouse; and

(d) Dependent brothers and sisters
(including step and legally adoptive
brothers and sisters) of the employee
or employee’s spouse who are unmar-
ried and under 21 years of age or who,
regardless of age, are physically or
mentally incapable of self-support.

Interviewee—An individual who is
being considered for employment by an
agency. The individual may currently
be a Government employee.
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Invitational travel—Authorized travel
of individuals either not employed or
employed (under 5 U.S.C. 5703) inter-
mittently in the Government service as
consultants or experts and paid on a
daily when-actually-employed basis
and for individuals serving without pay
or at $1 a year when they are acting in
a capacity that is directly related to,
or in connection with, official activi-
ties of the Government. Travel allow-
ances authorized for such persons are
the same as those normally authorized
for employees in connection with TDY.

Lodgings-plus per diem system—The
method of computing per diem allow-
ances for official travel in which the
per diem allowance for each travel day
is established on the basis of the actual
amount the traveler pays for lodging,
plus an allowance for meals and inci-
dental expenses (M&IE), the total of
which does not exceed the applicable
maximum per diem rate for the loca-
tion concerned.

Non-foreign area—The States of Alas-
ka and Hawaii, the Commonwealths of
Puerto Rico, Guam and the Northern
Mariana Islands and the territories and
possessions of the United States (ex-
cludes the Trust Territories of the Pa-
cific Islands).

Official station—The official station
of an employee or invitational traveler
(see § 301–1.2) is the location of the em-
ployee’s or invitational traveler’s per-
manent work assignment.

The geographic limits of the official
station are:

(a) For an employee:
(1) The corporate limits of the city or

town where stationed or if not in an in-
corporated city or town;

(2) The reservation, station, or other
established area (including established
subdivisions of large reservations) hav-
ing definite boundaries where the em-
ployee is stationed.

(b) For an invitational traveler:
(1) The corporate limits of the city or

town where the home or principal place
of business exists or if not in an incor-
porated city or town;

(2) The reservation, station, or other
established area (including established
subdivisions of large reservations) hav-
ing definite boundaries where the home
or principal place of business is lo-
cated.

Per diem allowance—The per diem al-
lowance (also referred to as subsistence
allowance) is a daily payment instead
of reimbursement for actual expenses
for lodging, meals, and related inciden-
tal expenses. The per diem allowance is
separate from transportation expenses
and other miscellaneous expenses. The
per diem allowance covers all charges,
including taxes and service charges
where applicable for:

(a) Lodging. Includes expenses for
overnight sleeping facilities, baths,
personal use of the room during day-
time, telephone access fee, and service
charges for fans, air conditioners, heat-
ers and fires furnished in the room
when such charges are not included in
the room rate. Lodging does not in-
clude accommodations on airplanes,
trains, buses, or ships. Such cost is in-
cluded in the transportation cost and is
not considered a lodging expense.

(b) Meals. Expenses for breakfast,
lunch, dinner and related tips and
taxes (specifically excluded are alco-
holic beverage and entertainment ex-
penses, and any expenses incurred for
other persons).

(c) Incidental expenses. (1) Fees and
tips given to porters, baggage carriers,
bellhops, hotel maids, stewards or
stewardesses and others on ships, and
hotel servants in foreign countries;

(2) Laundry, cleaning and pressing of
clothing;

(3) Transportation between places of
lodging or business and places where
meals are taken, if suitable meals can
be obtained at the TDY site; and

(4) Mailing cost associated with filing
travel vouchers and payment of Gov-
ernment sponsored charge card bil-
lings.

Place of public accommodation—Any
inn, hotel, or other establishment
within a State that provides lodging to
transient guests, excluding:

(a) An establishment owned by the
Federal Government;

(b) An establishment treated as an
apartment building by State or local
law or regulation; or

(c) An establishment containing not
more than 5 rooms for rent or hire that
is also occupied as a residence by the
proprietor of that establishment.

Post of duty—An official station out-
side CONUS.
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Privately owned aircraft—An aircraft
that is owned or leased by an employee
for personal use. It is not owned,
leased, chartered, or rented by a Gov-
ernment agency, nor is it rented or
leased by an employee for use in carry-
ing out official Government business.

Privately owned automobile—A car or
light truck (including vans and pickup
trucks) that is owned or leased for per-
sonal use by an individual.

Privately Owned Vehicle (POV)—Any
vehicle such as an automobile, motor-
cycle, aircraft, or boat operated by an
individual that is not owned or leased
by a Government agency, and is not
commercially leased or rented by an
employee under a Government rental
agreement for use in connection with
official Government business.

Reduced per diem—Your agency may
authorize a reduced per diem rate when
there are known reductions in lodging
and meal costs or when your subsist-
ence costs can be determined in ad-
vance and are lower than the pre-
scribed per diem rate.

Special conveyance—Commercially
rented or hired vehicles other than a
privately owned vehicle and other than
those owned or under contract to an
agency.

Special needs (also see Employee with a
disability)—Physical characteristics of
a traveler not necessarily defined
under disability. Such physical charac-
teristics could include, but are not lim-
ited to, the weight or height of the
traveler.

Subsistence expenses—Expenses such
as:

(a) Lodging, including taxes and serv-
ice charges;

(b) Meals, including taxes and tips;
and

(c) Incidental expenses (see inciden-
tal expenses under definition of per
diem allowance.)

Temporary duty (TDY) location—A
place, away from an employee’s official
station, where the employee is author-
ized to travel.

Travel advance—Prepayment of esti-
mated travel expenses paid to an em-
ployee.

Travel authorization (Orders)—Written
permission to travel on official busi-
ness. There are three basic types of
travel authorizations (orders):

(a) Unlimited open. An authorization
allowing an employee to travel for any
official purpose without further au-
thorization.

(b) Limited open. An authorization al-
lowing an employee to travel on offi-
cial business without further author-
ization under certain specific condi-
tions, i.e., travel to specific geographic
area(s) for specific purpose(s), subject
to trip cost ceilings, or for specific pe-
riods of time.

(c) Trip-by-trip. An authorization al-
lowing an individual or group of indi-
viduals to take one or more specific of-
ficial business trips, which must in-
clude specific purpose, itinerary, and
estimated costs.

Travel claim (Voucher)—A written re-
quest, supported by documentation and
receipts where applicable, for reim-
bursement of expenses incurred in the
performance of official travel, includ-
ing permanent change of station (PCS)
travel.

Travel Management System (TMS)—A
system to arrange travel services for
Federal employees on official travel,
including reservation of accommoda-
tions and ticketing. A TMS includes a
travel management center, commercial
ticket office, electronic travel manage-
ment system, or other commercial
method of arranging travel.

[63 FR 15951, Apr. 1, 1998; 63 FR 35537, June 30,
1998]
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SUBCHAPTER B—AGENCY REQUIREMENTS

PART 300–70—AGENCY
REPORTING REQUIREMENTS

Subpart A—Requirement to Report Agency
Payments for Employee Travel and Re-
location

Sec.
300–70.1 What are the requirements for re-

porting payments for employee travel
and relocation?

300–70.2 What information must we report?
300–70.3 How long will we have to respond to

the travel survey?
300–70.4 How do we respond to the travel

survey if we have major suborganiza-
tions?

Subpart B—Requirement to Report Use of
First-Class Transportation Accommodations

300–70.100 Who must report use of first-class
transportation accommodations?

300–70.101 What information must we re-
port?

300–70.102 How often must we report the re-
quired information?

300–70.103 When will GSA request this infor-
mation?

300–70.104 Are there any exceptions to the
reporting requirement?

Subpart C [Reserved]

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR, 1971–1975 Comp.,p. 586.

SOURCE: 63 FR 15953, Apr. 1, 1998, unless
otherwise noted.

Subpart A—Requirement to Report
Agency Payments for Em-
ployee Travel and Relocation

§ 300–70.1 What are the requirements
for reporting payments for em-
ployee travel and relocation?

Agencies (as defined in § 301–1.1) that
spent more than $5 million on travel
and transportation payments, includ-
ing relocation, during the fiscal year
immediately preceding the survey year
must report this information. Every
two years GSA will distribute the Fed-
eral Agencies Travel Survey which is
assigned Interagency Control No. 0362-
GSA-AN. Copies of the survey may be
obtained from the Director, Travel and

Transportation Management Policy Di-
vision (MTT), Office of Government-
wide Policy, General Services Adminis-
tration, Washington, DC 20405.

§ 300–70.2 What information must we
report?

For the fiscal year reporting period
you must report the following informa-
tion:

(a) Estimated total agency payments
for travel and transportation of people;

(b) Average costs and duration of
trips;

(c) Amount of official travel by pur-
pose(s);

(d) Estimated total agency payments
for employee relocation; and

(e) Any other specific information
GSA may require for the reporting pe-
riod.

§ 300–70.3 How long will we have to re-
spond to the travel survey?

The survey will specify the due date.
The head of your agency must appoint
a designee at the headquarters level re-
sponsible for ensuring that the survey
is completed and returned to GSA by
the due date. Upon receiving a survey,
you must submit the designee’s name,
address, and telephone number to the
Director, Travel and Transportation
Management Policy Division (MTT),
Office of Governmentwide Policy, Gen-
eral Services Administration, Washing-
ton, DC 20405.

§ 300–70.4 How do we respond to the
travel survey if we have major sub-
organizations?

If you have major suborganizations,
you must submit responses as follows:

(a) A separate response from each
suborganization which spent more than
$5 million for travel and relocation
during the fiscal year immediately pre-
ceding the survey year;

(b) A consolidated response covering
all your suborganizations which did
not spend more than $5 million for
travel and relocation during the fiscal
year immediately preceding the survey
year; and

(c) A consolidated response which
covers all components of your agency.
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Subpart B—Requirement to Report
use of First-Class Transpor-
tation Accommodations

§ 300–70.100 Who must report use of
first-class transportation accom-
modations?

An agency as defined in § 301–1.1 of
this subtitle.

§ 300–70.101 What information must
we report?

All instances in which you author-
ized/approved the use of first-class
transportation accommodations. This
report has been assigned Interagency
Report Control No. 0411-GSA-AN.

§ 300–70.102 How often must we report
the required information?

Once every year.

§ 300–70.103 When will GSA request
this information?

Generally, GSA will notify agencies
during the summer months that this

information is required and will indi-
cate the date reports are due.

§ 300–70.104 Are there any exceptions
to the reporting requirement?

Yes. You are not required to report
data that is protected from public dis-
closure by statute or Executive Order.
However, you are required to submit,
in your cover letter to GSA, the follow-
ing aggregate information unless that
information is also protected from pub-
lic disclosure:

(a) Aggregate number of authorized
first-class trips that are protected from
disclosure;

(b) Total of actual first-class fares
paid; and

(c) Total of coach-class fares that
would have been paid for the same
travel.

Subpart C [Reserved]
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